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The City 

Located in Los Angeles County’s South Bay,         
Torrance borders the Pacific Ocean and beach  
communities to the west and the Palos Verdes    
peninsula to the south.  Ideally situated near the 
405 (San Diego) freeway and 20 minutes from the 
Los Angeles International Airport, Torrance occupies 
21 square miles, including a beachfront and the 
Madrona Marsh, a fresh-water habitat.  Torrance is 
within a 45-minute drive of many major Southern 
California attractions. 

Incorporated in 1921 and chartered in 1947, Torrance 
has a population of nearly 147,000 and is the 12th 
largest city in California.  Torrance is a full-service 
city with an annual budget in excess of $200 million 
and a staff of over 1600 in 14 departments.  The City 
has a council-manager form of government with an 
elected mayor and six council members. 

The area enjoys a pleasant year-round climate with 
warm temperatures, gentle sea breezes and low 
humidity.  The City boasts 46 parks and recreation 
amenities and six public libraries.  The 502-seat 
James Armstrong Theatre in the Torrance Cultural 
Arts Center is an excellent venue for professional and 
local productions. 

The community’s population is culturally rich with 
an estimate of more than 80 languages spoke in 
local schools.  Contributing to this diversity are such 
world-class international companies as Toyota    
Motor Sales, U.S.A., American Honda Motor      
Company, Hi-Shear Corporation, Robinson         
Helicopter, Honeywell, Panasonic, and Virco   
Manufacturing, each of which call Torrance Home.  
Four major shopping centers are located in          
Torrance, including Del Amo Fashion Center, one of 
the largest shopping centers in the world. 
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The City of Torrance is seeking a Library Assistant II 
who is energetic, outgoing, creative, and passionate 
about public libraries to perform paraprofessional and 
clerical library work and supervise support staff.  A 
Library Assistant II may work in one of our five branch 
libraries, or in another specialized library function in 
the Main Branch.  

For a comprehensive list of duties, please go to our  
website’s job specification link: go to 
www.TorranceCA.Gov  click “Human Resources” in the 
Quick Links section and then click “Job Descriptions.”  

LIBRARY ASSISTANT II  
 (Job Code 12071621)  

YOUR RETURNS 

The monthly salary range is $3756 - $4920, with    
excellent benefits: 
Retirement benefits through the California Public 

Employees Retirement System (CalPERS).  The 
City offers the 2%@55 plan which is funded 
through both employer and employee contribution. 
Employee contributes 7% on a pre-tax basis. 

Employees currently contribute 4.2% toward Social 
Security and 1.45% toward the Medicare 

Family health, dental, and vision plans; 
Flexible Benefits program which provides tax-free 

options for additional medical, dental and child care 
expenses; 

Paid vacation, sick, and holiday leave time; 
Deferred Compensation Program; 
Life Insurance; 
Tuition Reimbursement; 
Interest Free Computer Loan Program. 
For more details on our excellent benefits package, 
visit our website’s benefit link: www.TorranceCA.Gov, 
click “Human Resources,” in the Quick Links section 
and then “Employee Benefits.”  Benefits pertinent to 
this position are also covered under the TLEA        
salary resolution. 

SUCCESSFUL CANDIDATE 

In addition to the qualifications above, the successful 
candidate will possess: 
▪ Strong interpersonal and customer service skills to 

interact with peers, the public, and subordinates; 
▪ Strong supervisory skills; 
▪ Library programming and outreach experience; 
▪ The ability to adapt to changes; 
▪ Knowledge of appropriate reference resources; 
▪ Excellent communication; 
▪ The ability to operate a computer and navigate 

through various software products including MS Word, 
Excel, and PowerPoint. The provisions of this announcement do not constitute an expressed 

or implied contract and any provisions contained in this        
announcement may be modified or revoked without notice. 

INTERESTED 

If this opportunity is a fit for your talents, submit your       
application to be considered. An application package      
includes the online application and supplemental        
questionnaire. Only online submissions will be        
considered in the selection process.  The on-line        
application is available at www.TorranceCA.Gov. 
Position closes when 200 applications have been      
received or by August 8, 2012 at 5:30 p.m., whichever   
comes first. In addition to the first 200 received, applications 
received by current City employees, current temporary City 
employees and former temporary City employees (within the 
last 18 months) will be reviewed to determine if they are 
among those who best meet our requirements.   

WHAT HAPPENS NEXT 

Only those applicants whose training and experience best 
meet our requirements will be invited to participate in the 
examination process. 
The examination will consist of: 
Component Weight     Tentative Dates 
Written      50%     September 5, 2012 
Oral Interview    50%     October 3, 2012 

The written exam will measure general, technical and      
supervisory knowledge as it relates to the responsibilities of 
the position. The oral interview will assess preparation for the 
position, as well as supervisory and interpersonal skills. 

07/18/12-SME 

CANDIDATE PROFILE 

Experience: Three years of full-time public library     
experience. 
Education: College courses in English, history, library 
science, supervision, or management are desirable.   
College credit may be substituted for experience on the 
basis of 30 semester units OR 45 quarter units for each 
year of the required experience to a maximum of two 
years. 
Normal day shift working hours are 9 a.m. to 6 p.m. In 
addition, candidates must be available to work      
evening and weekend shifts.  

YOUR ROLE 

THE BIG PICTURE 

WHAT HAPPENS NEXT 

As a condition of employment, candidates must pass a background 
check and a pre-employment medical examination. 

Applicants with disabilities who require special testing arrangements 
must contact the Human Resources Department prior to the final 
filing date. 

http://www.torranceca.gov/�
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CITY OF TORRANCE 
LIBRARY ASSISTANT II 

SUPPLEMENTAL QUESTIONNAIRE 
Job Code 12071621 

 
The information provided in your responses will be used to determine who is best qualified to proceed to the next 
stage of the selection process. 
 
 

1. Do you have 3 years of full time public library experience? If you check the “yes” box please 
describe your experience. 

Yes □ No □ 
 
 
 
 

 
2. List any recent college credit units and indicate if they are semester or quarter units?   

 
 
  

 
 

3. Do you have recent supervisory experience? If you check the “yes” box, please describe your 
supervisory experience.  

Yes □ No □ 
 
 

 
4. Describe your experience in Library programs and outreach. 

 
 
 
 

5. Are you available to work evenings and weekends? 
 

Yes □ No □ 
 
 
I certify that the information I have provided is true and accurate to the best of my knowledge.  I understand that this 
information is subject to verification with my former employers, and that misrepresentation may cause me to forfeit all 
opportunities to be considered for employment with the City of Torrance. 
 
Print Name:        
 
Signature        Date     
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